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Items to Always Keep Current 

➢Digital certificates 

➢System for Award Management (SAM) registration 

➢Authorized negotiators 

➢Contact for contract administration and Point of 

Contact for Industrial Funding Fee   

➢Quarterly sales reports and remittance of the 

Industrial Funding Fee (IFF) 

➢Electronic Subcontracting Reporting System (eSRS) 

reports for other than small businesses 

➢GSA Advantage price list  

➢Mass modifications 

 



Items to Always Keep Current (Cont.) 

➢ Digital Certificates 

•  Ensure to back up your certificate 

•  Digital Certificates must be updated every two years 

–  IdenTrust 

–  Operational Research Consultants (ORC) 

• GSA eMod system requires either an ACES Business    

Certificate or DOD ECA Certificate  

 



Items to Always Keep Current (Cont. 2) 

➢ SAM Registration  

• Information provided 

must be current, 

accurate, and  

complete 

• Must reflect the North 
American Industrial 

Classification System 

(NAICS) code 

 



Items to Always Keep Current (Cont. 3) 

➢Quarterly sales reports and remittance of the 

Industrial Funding Fee (IFF) 

• Register your contract in the 72A Quarterly Reporting 

System 

• Report your sales quarterly (including zero sales) 

• Sales must be reported within the first 30 days of January, 

April, July and October 

 



Electronic Subcontracting Reporting System 

(eSRS) reports for other than small 

businesses 

➢Go to eSRS website  

➢Three reports required each year for Individual Plans 
• Two Individual Subcontract Reports (ISRs) (semi-annual): 

For period ending March 31 and for period ending 
September 30 

• One Summary Subcontract Report (SSR) required for all 

GSA contracts 

➢ If you need help using eSRS, please refer to this 

documents link. 

 

https://www.esrs.gov/index.php?_tab=list
https://www.esrs.gov/documents/eSRS_Contractor_User_Guide.pdf
http://eoffer.gsa.gov/eoffer_docs/Guide_Links.html


Electronic Subcontracting Reporting System 

(eSRS) reports for other than small 

businesses (Cont.) 

➢ For period ending March 31: 
•  Contractor submits ISR NLT April 30 

•  CO reviews ISR NLT May 30 

•  Contractor submits revised report within 30 days of CO rejection 

➢ For period ending September 30: 
•  Contractor submits ISR NLT October 30 

•  CO reviews ISR NLT November 30 

•  Contractor submits revised report within 30 days of CO rejection 

➢ Final ISR- within 30 days of contract completion 
•Helpful Hint:  Reports are required when due, regardless of whether or not 
there has been subcontracting activity. 

 



Items to Always Keep Current  

➢ Price list on GSA eLibrary and Advantage!® 

 



Items to Always Keep Current (Cont.2) 

➢Mass modifications 

• Requires a PIN to be accepted 

• PIN can be reset by Contracting Officer 



Reference Links You Should Bookmark! 

➢Professional Services Schedule (PSS) portal page 

 

                                       AND 

 

➢Multiple Award Schedule (MAS) Welcome 

Package   

 

Both Links provide you with a wealth of information on 

the PSS program and everything you need to know as 

a new MAS Contract holder and industry partner 

 

https://www.gsa.gov/acquisition/products-services/professional-services/professional-services-schedule-pss
https://www.gsa.gov/acquisition/products-services/professional-services/professional-services-schedule-pss
https://www.gsa.gov/acquisition/products-services/professional-services/professional-services-schedule-pss
https://www.gsa.gov/buying-selling/purchasing-programs/gsa-schedules/selling-through-schedules/schedule-contractors/now-you-have-a-gsa-schedule-contract
https://www.gsa.gov/buying-selling/purchasing-programs/gsa-schedules/selling-through-schedules/schedule-contractors/now-you-have-a-gsa-schedule-contract


Modifications – Submission Overview 

➢Go to eOffer / eMod website  

➢ Initiate the modification and upload your required 

documents 

➢Ensure all documents are uploaded in accordance 

with modification instructions  

➢ If you need help using eMod, please refer to this 

documents link. 

 

https://eoffer.gsa.gov/
https://www.gsa.gov/cdnstatic/General Mod Instructions February 2018 (1).pdf
http://eoffer.gsa.gov/eoffer_docs/Guide_Links.html
http://eoffer.gsa.gov/eoffer_docs/Guide_Links.html


Modifications – Instructions  

➢Always download 

the latest 

modification 

instructions 

• PSS modification 

instructions align with 

the PSS solicitation 

and when the 

solicitation updates, 

the modification 

instructions frequently 

update as a result 

 



Modifications - Instructions 

 



Modifications – Types Overview  



Modifications – Administrative Changes 

 



Modifications – Bilateral Changes 

 



Modifications – Bilateral Changes (Cont.) 

 



Modifications – Bilateral Changes (Cont. 2) 

 



Modifications – After Award 

➢Once your modification is awarded, upload your 

updated price list document through the Schedule 

Input Program (SIP) so that it can be posted on GSA 
eLibrary and Advantage!® 

➢The submitted SIP file must match the most current 

information listed in your contract and in the most 

recently awarded modification as files that do not 

match will get rejected 

➢Continue to keep your contract current (timely 

modification requests, sales and IFF reporting, etc.) 

 



Options – Timeline Overview 

➢305 Days – Contract option is assigned to the GSA 

Contract Specialist / Contracting Officer 

➢250 Days – Determination to exclude or not exclude 

from upcoming option 

• SAM check 

• Digital certificate check 

• Sales check 

➢210 Days – System-generated notification letter is 

sent out to contractor 

• The option modification is auto-generated 

• Be aware of the response due date specified in this letter 

 



Options – Timeline Overview (Cont.) 

➢165 Days – Eligibility 

• Responsive? 

• All option documents should have been submitted through 

eMod and the option modification activated by the 

contractor 

• If the modification has not been activated, the GSA 
Contract Specialist / Contracting Officer will send a 

deficiency letter 

– If there is also no response received to this second 

letter, the option will not be exercised and the contract 

will be allowed to expire 

– GSA will take no further action 

 



Options – Response Documents 

➢Do you want to exercise your option? 

• If “No” – Submit a letter on corporate letterhead, signed by 

a corporate officer, indicating your desire for GSA NOT to 
consider exercising an option to extend the term of this 

contract 

• If “Yes” – You’ll need to submit the required documents 

 



Options – Response Documents (Cont.) 

➢A letter on corporate letterhead, signed by a 

corporate officer 

• State your intent to have the option be considered for 

exercise 

• Affirm that there have been no changes to the most 

currently incorporated Commercial Sales Practices (CSPs), 
most recently negotiated Price Reductions Clause 

relationships, and terms and conditions and that they are 

current, accurate, and complete 

– If there are changes, submit a modification request with 

the option response to incorporate these new changes 

to the contract 

 



Options – Response Documents (Cont. 2) 

➢ If you are a small business, you must re-represent 

your business size at the time of option exercise 

➢ If you are an other than small business, you are also 

required to re-represent your business size and are 

required to verify that the previously approved 

subcontracting plan in the contract is still current as 

it will be included in the upcoming option period 

• If the subcontracting plan requires updating or if you want 

to propose new subcontracting dollar and percentage 

goals, then submit a new plan with the option response  

 



Options – After Exercise 

➢Once your option is exercised, upload your 

updated price list document through the Schedule 

Input Program (SIP) so that it can be posted on GSA 
eLibrary and Advantage!® 

➢The submitted SIP file must match the most current 

information listed in your contract (new contract 

end date) and in the most recently awarded 

modification as files that do not match will get 

rejected 

➢Continue to keep your contract current (timely 

modification requests, sales and IFF reporting, etc.) 

 



Frequently Asked Questions 

➢Where can I go to find out who my GSA Contract 

Specialist / Contracting Officer is at any given time? 

➢How come I suddenly can’t access eBuy anymore? 

➢Can task orders be set aside for small businesses? 

 



PSHC Contacts 

➢ GSA National Customer Service Center: 

• mashelpdesk@gsa.gov or (ph) 800-488-3111 

➢ GSA Vendor Support Center: 

• vendor.support@gsa.gov or (ph) 877-495-4849 

 

mailto:mashelpdesk@gsa.gov
mailto:vendor.support@gsa.gov

